CREATING AN AKO ACCOUNT

1. Log on to the AKO Login screen: https://www.us.army.mil/

2. At the AKO Lo='n screen, click on the I Accept button.
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3. Click on Register without a CAC located under New User??.
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https://www.us.army.mil/

4. Enter your Social Security Number; click Next.
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5. If you receive the SSN Not Found screen, you will need to
register for a sponsored account until your information has been
finalized in the personnel system. Under Account Type, select
Incoming DA Civilian; click Next.

@ Account Registration

SSN Not Found

We could not find your information in our personnel system, which means that you are not eligible for an unsponsored
account.

*Y'ou may go back and double-check your information if you may have entered it incorrectty.

* If you believe this is a mistake, please contact the Help Desk.

* If you have a sponsor, you can register for a sponsored account by selecting an Account Type and clicking the "Next”
button below.

* AccountType (2] ¢ contractor
" Famity Member
" Army Cadet

Accounts for Army Cadets are only available to collegiste cadets.

National Guard Retired

Army Volunteer

Federal Civilian Agencies

Foreign Officer

Homeland Security

D000 0

Incoming DA Civilian
An Ingoming DA Civilial i Traflian whose data has not yet
been made svailable to AKD by the personnel system. Please be sure to enter
your Social Security Number when registering for an Incoming D& Civilian
account, and you will be prompted to upgrade your sccount to a full DA
Civilisn scoount 85 5000 &5 your dats is made svailable to AKOD.

" Incoming Future Soidier

" Local National Employee

" Wedical Discharged

" Medical Retired

&

Military Transttion
A Military Transition account is for active members of the U.S. Army whose
data has not yet been made available to AKO by the personnel system. Please
be sure to enter your Socisl Security Number when registering for 3 Military
Transition account, and we will allew you to upgrade to a full account as scon
as your data is made available to AKQ.

*Required




6. Enter your Date of Birth; click Next.
(Note: You will not be prompted for date verification if your

information has not yet been entered and/or made available to AKO
from the personnel system.

M’ Account Registration

Flease enter the following date(s) to verify your identity.

Date Verification

* Date of Birth | Mdiyyyy

*Required

7. If registering for a sponsored account, enter the username of
the Agency’s Onboarding Program Manager: siobhan.moore; click
Next.

u’ Account Registration

Sponsorship

* Sponsor

Please enter your sponsor's username. £.q., john.d.smith

Cancel

*Required

8. Select a Civilian Title and Country of Citizenship. If your
information has already been made available to AKO in the
personnel system, your First Name, Middle Name (if any), Last
Name, and Suffix (if any) will be populated; otherwise, enter your
name in the appropriate fields. Click Next.

\i .'{" Account Registration
=

User Information

* DoD policy dictates that usernames must follow the format “firstname.mi_lastname’

* Trailing numbers will be used as necessary to create unigue IDs.

* AKO User IDs that do not conform to this reguirement are subject to deactivation.

* The only exceptions are usernames that are longer than 59 characters.

* These usernames will truncate the first and then the last name until the 58 character limit is reached.

* Civilian Title |SelectaT|tIe LI
* First Hame
Middle Hame

[T 1dont have a middle name

* Last Name

bl i I Select One LI

Maiden Name

* Country of Citizenship ISeIec‘t One ;I

*Required




9. Enter your external (personal) email address. If you do not
have one, select the ‘I do not have an external email address’ box;

click Next.

o]  Account Registration

=

External Email
* The External Email Address is an email address which is NOT @us.army.mil.
* This address iz where an email iz sent when you first register for an account.
* It is alzo where notifications regarding your account expiration or a link to reset your password will be sent.

* External Email Address

* Confirm External Email
Address

[~ Ido not have an external email address.

*Required

10. Enter ‘U.S. Army Audit Agency’ in the Organization field and a
contact phone number (required). (If you know the address of your
field office, you can enter it in the Organization Address field.
Otherwise, that can be completed in AKO after arrival to the
Agency.) Click Next.

f\i 'Y'r Account Registration
=

Organization Information
Organization (2] [u 5 Army Audit Agency

Organization Address |ﬂ Address City

State Zip Code

Contact Information |l] * Phone Number DSN Mumber
Fax Number
Cell Phone Information (2] call Phone Number Cell Phone Provider

| =

*Required




11. Enter a password following the guidelines provided. Reenter
the password to confirm; click Next.

\i‘!’ Account Registration

Set Your Password

“our password has these restrictions:

* It must be at least 10 characters * It must contain at least 2 uppercase letters
* It must contain at least 2 special characters: {@#3%"8&*_-+=\",., * It must contain at least 2 lowercase letters
* It must contain at least 2 numbers * It IS case sensitive

For more information on these restrictions, please see AR 25-2.

* Password

* Confirm Password

*Required

12. For security purposes in the event that you have forgotten your
password, you will be required to enter three Password Questions.
Click Complete Registration.

‘:,j Account Registration
Password Questions
“our questions and answers wil be used to identify you if you lose your password. Answers to these guestions are case
sensitive and should be as secure as your password.
* Question 1 —Please select a question— j
* Answer 1
* Confirm Answer 1
* Question 2 [T peace select a question— =l
* Answer 2
* Confirm Answer 2
* Question 3 [ peace select a question— =l
* Answer 3
* Confirm Answer 3
Complete Registration || Cancel
"Required

13. You will receive a confirmation screen with your AKO User
Account Information. You can print this screen for your records.
IMPORTANT: Your AKO username will be part of your
Agency email address (username@us.army.mil) and will be
required to obtain your Common Access Card (CAC) that you
will receive after arrival to the Agency.

Your AKO Sponsor will receive an email notification of your account
request and will approve/activate your account. If you provided an



external email address, you will receive email notification that your
account has been approved.

Your account should automatically convert from a sponsored to a
permanent full DA Civilian account within 4-8 weeks after your
arrival. If you have any questions or problems with your AKO
account, you can contact the AKO Help Desk at help@us.army.mil.
Further assistance can be provided by contacting the AAA
Webmaster.
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